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Chapter 1
INTR ODUCTION

Section 1.1 Purpose The purpose of this manual is toopide a guide foiGiles County departments and
employees egarding all policies and procedures established byGhes County Financial Management

Committee as required by the adoptiotoie A County Financi al Management

Annctated [T.C.A.] 521-101 through 81-130). This manual waapproved by th&iles County Legislative
Body on , effective immediately, and supersedes any previous guidatiee roatters
herein (NOTE: This manual is not meant to codfliand/or supersede State policies or procedures;
therefore State law [T.C.A.] always prevails. Als@Giles C o u rs finaricial condition is not to be impaired
by any action of the Countyegislative Body.)

Section 1.2 Distribution: This manual will bedistributed to all members of th@iles County Legislative
Body, Giles County Financial Management Committé&es County departments, and oth@&iles County
employees involved in areas @ved by this manual. All recommended changes or correctionsdsheul
forwarded in writing to the Finance Directdbjles County Finance Departmeng22 West Madison, Suite
205, Pulaki, TN 38478.

Sectionl.3 Revisions This manual is to serve as a pament, upo-date guide of all approvediles County
Financial Mamgement Committee Policies and Procedures. As additicheegisions are approved by the
Committee, the added semis and/or revised pages will be forwarded to each individual namede ab
Section 1.%¥or updating of this manual.

Section 1.4 Objectives To establish purchasing policies, rules, and regulatibat are consistent with the
ACounty Finanti &dctMahad®@d o as a suppl emendfullt o
and free competition for procurement of required supplieaa services which are necessary for continuous
and effidentGiles County operations.

Section 1.5 Statutory Authority: These policies and pcedures, effectivdlovember 212022 supersde
and rescind all previous promulgated policies and procedukshall remain in effect until subsequently
modified or resinded.
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Chagper 3
BUDGETING

Section3.1 Budgeting General: The County Lgislative Body adopts the Hget as the annual apgmaation
of the County at obefore its July regufameding. The budget is plan for revenue and expenditutieat is
adopted in order t@rovide specific services andetieby, inplement pdties of te Committee It is also the
legal authority to redee and expend funds. Asis a plan, it is recagzedthat changing conditions will
require budget adjustment Theseadjustments willbe processed in the form of a BedgAmendnert in
accadance withthe procedures and with apgals as required in $8on 3.3 and 3.4 of thist@pter.

The normal budet process starts with a required meeting of the Budget Ctigewin or beforethe F' of
February (T.C.A. 21-110) and esults inan approve budget, ppropriations, resolutiongard a tax levy
resolution atthe July meetingf the County Legislative Bod(T.C.A. 521-111).
At the January meeting of the Budgetn@uittee, presentinghe reaiired procedures, forms, calendetc. are
recommendeé. Prior b distribution of budget fons to departments, the dthmittee will recommend
guidelines and give directh tothe various departments to use in projecting budgeteds
Sedion 3.2 ProposedAnnual Budget Schedule:

Before 2/1  BudgetCommitee to estblish calendar and proceds(@.C.A. 521-110).

Approx. 2/1 Budgetforms prepared with historét datapertaining to prior and current year
To 3/01 expenditurestransmittal lettedeveloped with bugket guidelinesnd irstructions.

Approx 3/01 Budgetforms and informt&on distributed to depments and offices.
Approx. 4/1 Completedbudgete quest forms due in Finance Directo

Approx. 4/15 Informationreceived from departments is revieweddasompiled; initial revene
To 5/14 projectionsare céculated; proposed budgdocument is prepade

Approx. 5/15 Proposedudge anddocumens arepresented to Budget Committee

Approx. 6/® Finalize budgt with Budget Committee.

Approx. 6/10 Publishnatice of public hearing and proposkddget at least 10 daysior to July meetig of
County LegislativeBody includng a budget appropriations resolution and a &y
resolution (TC.A. 521-111).

Approx.6/15 Budgethearing leld by Budgt Committe.

Approx.6/30 CountyLegislatve Body adopts a budgetsolutions, ashtax levy resolution.

Each Math ~ Statusof budgeted receipts and expendas reported to CotynlLegislative Baly and
Departmats

As Required Budgetamendments prepareddsubmitted to Budget @nmittee or Conty
Legislative Bog for approval pior to expenditure of such funds.



Section3.3 Line-ltem Budget Amendments- Required Approvals:

With approval ofthe County Executiveand the Budget Committee, amendment in€ litems within a
depatment/functionbudget of General Funds iauthorized pnded there is no net change to the total
department/function budde

With approvéof the Commissioner of Highwaynd the Rad Committe, amendment of line items within a
demrtment/function budgetf the Road an®ridge Fund is authored provided ther is no net change to the
total department/fuction budget.

With approval of the Irector of Schools and the SchHoBoard, anendment ofline items within a
department/functiorbudget of the School Fuhis authorizedprovided there is no hehange to theotal
department/function budget.

Section 3.4 Other Budget Amendments - Required Approval: The County Legislativé&8ody will be the
appwoving authority for:

(a) Budget amendmesitthat result in an inease or decreasof the total budgetedevenue or
experditure of a fund and,

(b) Revisions to line itms within a departmefftinction from me department/function to anothe
within the same fund The above proposed budget amendmesieth be submitted to # Budget
Commitee for its recommendain to the County.egislative Body.



Chapter 4
GENERAL ACCOUN TING

Section4.1 Distursement Checks- Signature Requirements: All disbursementand payrdl checks drawn
on a County Trustee acaaufor the obligations ball County ofices, departments, aragencies shallé
prepared and signed as provided in T.C.A215116. The departnm head will bedeemed to be the
Commissioner oHighways or all Roadand Bridge Funds, Director of Schoots &ll school related fiods,
and the Canty Executive for all ther funds. In the absence of a department head, the FinBireetor will
be autlorized to sign ksecks for them.

Section4.2 Cortract Review, Approval, and Administration: All contracts, lass, agreements, eta. the
name ofGiles Countyexceeding th currentbudgetyearshall be presented to the County Ledfiste Body for
reviewand bespread upn the minutes of the County ke

Prior to presenting the contract, lease, or agreemeiimal form to the Conty LegislativeBody, it will be

reviewed by the Countyttorney. It will alsobe reviewe and initaled by the Finance ifector orDepuy
Directorto indicate that:

a. Obligations contained in the contract are provided for in curimdget. If not, budde
amendments Wibe prepared and preged.

b. Minimum requirements relating tdiability, property, wor k mané s C om@ptleem s at i
necesary types of insurance are piaed for in the contract to proteGiles County.

c. Contract isin accordance wittGiles County Finanial Management Committepolicy and
procedures.

After approvalof the contact, thecontract will be signg by an authorigd representative of all parties
involved. A fully executed copy of the contract will be ne¢al by the County witlike copies digributed to
the other paies of the cotract. All original fuly executedcontractsshould be forwardedtthe Finance
Department for filing and safekeigy. It will be the responsibility of the Finance Director gee that all
requiremets of the contct such as performanbends, certificees of insurance, paymisnto otherparties,
billing and receipt ofunds from othes, etc., are current and/or gad out in a timely manner.




Chapter 5
PURCHASING POLICY

Sedion 5.1 General T.C.A. 521-118 thraugh 521-130 sets forththe basic respaibilities and proceduse
for an eonomical ad efficient purchasgy system. Thermary objectives of centralizgaurchasing are cost
savings through uniform consolidated phesing practices and véication of funds availability prior ¢
obligation. No contract, purchase, oobligation of Giles County funds for supigls, materialsequipment,
contracted serviceqr rentals shall be made without the prior execution of a lpase order except in the
narrow definiton of an emergency purase. The basigrinciple of an organid purchasig systenis to plan
t he Coneadd, gebelominimum specifications, and reiwe bids from the most bidders possiliBiles
County, pursuit to 2022 Public Chapte 1016Title 12,Chapter 3 has set foht a threshold wer which public
advertiement andealed cometitive bids or propsals are requim to an amount not to excee80§00 for
non-emergency, noproprietary purchases.

Section5.2 PurchaseslLess Than $0,000:

a. All purchases or sales déss than $5,000 may be made by the Rince Direabr/County
Purchasing Agent irhe open market ithout advertised or public notc For purchases less than
$50,000but more than $,000, hree (3)written quotatbns,arerequired whenpossible per12-3-
1212 (c). Reguisitions for items estimated t@st more thn $%0,000 will not be subdivid@ in
order to circumvent the requirement for quatitive procurementThe Purchasing Agent will
annually revigv purchases less tharb@®000 for the @asibility of a requiremntscontact to be
formally bid periodially.

b. The County Uniform Highway Law {[.C.A. 547-113) shall apply in regards to theighway
Department when applicable

Section 5.3 Purchasesexceeding $50,000: All purchases or salesf more than $0,000 wil require
advertised procurement whiaficludes tle following essentiaélements:

a. Premration of invitation for bid containingedr specifications.

b. Solicitation of bidders necessary to assthat full and free cmpetition is casistent with
procuremenof the required products and services.

c. Provisionof adequte time forsubmissiorof bids consistent with size and type of praauent.

d. Posting the invitation in a place open to the pubtid mserted at least orcn a newspapeor
Countywide circuldion at least five (5) days prior to thieid closirg date. Bids accompaied
from Sate and or Federal Funds, two weeks are reguf@ newspaper circulation and a
disclosure shall be displagen the public noticefahefunding ®urce.

e. Public opening bthe bids.

f. Award to the lowestesponible bidderwhose bid conformingto the irvitation for bid (IFB), will
be most advantagesto thecounty, price, and other factors considered.

g. Technial evaluation will be mde by the requitioner as to theccepability of the bids. The
Finance Diretor/County PurchasingAgentand gpropriatedepatment head (County Executive,
Highway Supentendent, or Board of Education) will make the award bagectiteria listed in
sulparagraph f abe. The Finance Direatoor department head may refer any bm the



Finarcial Managment Commtee for fnal avard. Any and all bids can be rejecteddf, stated
in IFB.

h. All fuel, fuel products, and perishable mmodities are exempt fro public adversement and
competitive Idding when such items are purchasedha open miket. A record of dl such
purchase shall be made by the Purchasing Agent ailt specify theamount paid, the item
purchasedand from wiomthe purchase was made

i. Chapter8 covers the formal biddingrocess in detail.

Section 5.4 Purcha® from Tennessee Sta Contract Pricing: As auhorized by state law, purchases
through stte contracts and price agreements meet the legal requirefoeritsmal competitivebidding and
will be exempt from limita@ins provided in these purchasing polisie Departrants show utilize sate
contract tems whenever they provide a savings toGoanty, taking into consideration availability, location
of supplier, delivery timeshipping chargesninimum orders, etc. Rencompared to locally available items.

Section 55 Cooperdive Purchasing: Giles Cainty has elected to participate in the fallag cooperatives
pursuant tal'enn. Code Ann. 123-1205(b)

National PurchasingCpoe r at i weo p(etrlae ive@ d Niepealat BmgBaar do)
County Resaition 20144

Nationd Joint Povers Alliarce (NJPA), now SourcewelCounty Resolution 20133

TCPN Cooperation Purchasing Netw@&unty Resolution 2@133

NACO, U.S. CommurtiesPurchasingilliance CountyResolutio 2016-43

Master Intergovernmental Coeqative Puchasing Ageement (PA) CountyResdution 201824
HGACBuy Coopertive AgreementCountyResolution 202@2

SAVVIK Buying GroupCounty Resaition 202042

NCPA National Cooperativ®urchasing Alliane Resoluiton 202114

TIPSResolution 202-P5

GSAGeneral Services Administtion Resolutio 202220

Section 5.6 Piggyback Coogratives Giles County i s authori zeavantnemt Aipi g
entities. All bid documentation must be on filemthe oiginal bid such as: public soltation of the bid, bd

sheets, andormal declarabn of the bid award. The entity mugtart in writing the approval of the

ipi ggyback. o Eddda&t iBommrmutf have the Scckodromohddoar do
entities.

Section 5.7 Emergency Purchases: This is a purchaseequired undemuncontrollable or unforeseeable
circumstences where any delay would endanger the health of the resglef Giles County or cause
additional and extensive damage County property or adversely affect progms in Giles County
government. If an emergencyexists during working hours, the Fir@nDepartment will be notified and
direction received from the kance Director as to the proper steps to be taken. #ntbeency @curs when
the Finance Departmerst dosed every efbrt should benade to obtait least three3) bids (oral or writén)
prior to purchase. The next working dayRequisitionshoull be delivered to the Finance Department.

Section5.8 Sde-Source Rurchases: Solesource procuremeins any ation thatlimits the Puchasing Agent

to one source of supply. This acticandbeinitiated by a solesource justification letter by specifg a brand
name or fiequal 0 c h a rtecive secifications writen arbupd arg@uwan moduct,for r e s
by s p e criofsupstitnotige & o n t h e The éact thabs itetn has Iben used satisfactorily is not
justification to exalde procurement of items of similar or equal performancality, or design; nor will
personal prefenece d anitem justify excluding ims that woulderve the purposelhe determining fetor in
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prepaing specifications shall be requirements of the r@punot personal preferences of County employees.
Sole souce justification letters shall accompanyetheauisition giving reasons justifing the partialar source
for the procurement. Rearssgiven mustbe factual no opinions, beliefs, or personal fagnces.

Section 5.9 Conflict of Interest: The Finance DirectorPurchasing Agent, Members of tf@ommittee,
County Commissiomns, County Officials, Membes of the Board of Educationylembers ofthe Highway
Commsssion, andEmployees of the Finance partmentshall nothave adirectinterestin the purchaseof
supplies,materials, equipment, aontrectual servicesfor the County as outined in T.C.A. 5-21-121 No
firm, corporation, partrrehip, assodcation, or individual furnishingny suchsupplies materials,equipmentr
contractual servicesshall give or offer no shdl the Director or Purchasjy Agent or any assistant or
empbyee accept or recee directly or indiectly, from any peso, firm, corporation partnership or
asso@tion towhom any catact may be awarded, by rebate, gift or otherwise, any monep@rtlings of
value whatsoevenr any promise, obligation or cwactfor future revard or compensation.

Section 5.10 Purchase Procedures: After deciding a need foyour depatment andthe availability of
budgeted funds, a requisition should be prepfoeall purchases.

a. Purchase Requisitions: Although the purchee oder is the offtial document or contract
between the Qunty and verdor, the requisition is the mibgritical document @ insuring
responsive service with centralized purchasing. Ithellhe duty of each person adépartment
having a need for equinent materials, spplies, contracted services, or oth@ngs o antcipate
their needs and placeqesitions in advanceto allow time for procurement under an orderly
purchasing procedar Requisitions should be pladetwo to four weeks plus delivetiyne before
the mechandise is neededA requisition maybe competed on either the Finance Departnien
form or on plain paer giving the same information requested on the preprinted fofFhve
originator should retain on€l) copy and forwarch copyto the Fhance Departmén The
requisition should provide asuth informaton as possibleThe completedrgetaccaint number
for the purchase of the supplies/materials/services must be eotetlegl requisition

b. PurchaseOrder: A purchase order is regad for purchase car $50.00. The purchase order is
the dficial order acceptance of the bid offer wh consummates a camact. At the time the
purchase order is sent to the prospectieedor, the County enters into eontract with that
vendor; theradre, it is importantthat the bids be carefully consideradd purchaseorders
properly preparedThe PurchasingAgent or aésigneeshall prepare the purase order. Purchase
orders are gemeaed through the Local Governme software a copy of the purcise oder
accompanieshe invoice. Departments, upon request issueda copy of the purchase order.
The following are exmpt from the issuance of a purchase order:

Payments of utilitieand telephone bills

Payment opayroll tax liabilities, payroldedudion liabilities

Payments of monthly leases, mainteresgreements computer software
agreements

Paymat of travel rembursements

Payment of insurance: wett.ker és comp, p !
Payments for newspapaisa

Paymentdgor drug testing

Payrentsfor jury pay

. Paymentsfor periodicals

10. Payments foprofessonal andmedical services

11. Payments for dueg& memberships

12. Payments for fuepurchased with gasaods

whN ke

©oNo A
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13. Paymers for trash pickuglisposals
14. Payments for post office box refg

c. Changes to Purchas Orders: Changs will follow the same procedures as if a new purchase
order is being isswk A purchag orde cannot &ceed 30% bthe original issuance amountNo
employee will have #authority b change a purchase der or contract unless it is appved in
advanceby the Finance Dector in accordance with governmental purchasing procedur

d. Follow-Up and Expediting Orders: The Finane DirectorPurchasing Agenwill be responsible
for follow-ups, expediting of ordes, and price discrepancies.

e. Blanket Purchase Oders. Blanket puchase orders are used to reduce time and administrative
cost for low ddlar itemspurchased on a egular bais These purchase orders are used for
repetitve low dolla purchases and purcées against a previously bid aah or semiannial
requirements antract that sets a fixed price for these items. Blankethaseordes will be
issuedon a montly basisfor a specified dollar amount as determined hy ¢lected dicial,
department heh or Finance Director. Item®sting over $50@&nd not coveredy requirements
contract or state contract may not be paeelagainsta blarket purchae order utless appoved
by the Finance DirectorThe requester wilttach, itenize, total all invoies/receipts, indicate the
total amount to be pai and forward allocuments to the Finance Department

f. Confirmation of Purchase Orders. At times it wil be necesary to dtain price quotes over the
phone. The FinancBirectorPurdasing Agentwill authorize such purchases and provitie
purchase ater number.

Section 5.11 Purchases of Property at Public ActionsAll elected officials aml departmet heads sbuld
compy with T.C.A. 12-2-421 purchases of property ptiblic auctonsi reporting as olined
below:

a. Notwithstandinghe requirementsf its charterpr any other law, any municipality or county
may purchasedvertised aution new or secndhand artiles or guipment or other materials,
supplies, commodits and equiprart without public adertisement and competitive biddi The
governng body shall eablish written procedures governing purchases at publitigrised
audions.

b. If a muricipality or countypurchase any materials, supplies, commoditiesjaipment aa
publicly advertiseduction pursuant to subsecti¢a), then the piehasing officialshall report the
following to the governing body of the migipality or counyy making sich purchas:

1. A description of the materials, supplies, commodibte equipmehthat was purchased,;
2. The auction where such itemsregurchased;
3. The purchase pricef such items; and

4. The vendor of such materials, supplie@nmalitiesor equipment.

11



c. All other departmat headsvho are not an elected officiamust sbmit a signedetter of intent
to purchase at a publicly advertisadction to thd=inance Directoin advance of the auction date
requesting a purchase appabhetter from theFinance Diector. Tl intentletter should include
the name and date of thecion, a gerral description of tle item(s) to be purchased.,
equipment, mateals, the amoundf funds to be spent, and the distribution line to be used.

1. TheFinana Diredor will issue the piehase pproval letter to said auction company
detailingthe departmednsiame and authoritp purchase said iteme., equipment,
materals, thdine-item number, the maximum amount to be spent and the date of th
aucton.

2. If any maerials, sipplies, conmaodities or equipment are purchased at a publicly

advetised auctiorthen the purchasing agt will report theaboveinformation to the
governing body othe county making such a purchase

12



Chapter 6
REQUISITION AND PURCHASE ORDER PROCEDURES

Secton 6.1 County General
a. Elected officia)] department hal and or appreed designeeapprovesand signs all requisitions
and forwards to theFinance Departnme. If an elected official or department head chooses to
alow adesigree b sign a requsition, written athorization must be on file at the Finance Gific
b. Finance Deprtment reviews requigon andfunds availabledrafts purchase ost number

c. Requsition, accompanied with a purchase onti@mber is returredto requesing depament.

d. Purchasing Aent ceates and signthe purchase order and thHeinarce Director or Deputy
Directorco-signs thepurchase order

e. Electal Official, depatment head or dignee signs invoices, attaches any receipts and packing
documens and eturns ¢ the Finace Officefor payment.

f. For blanket purchase order procedures Sertion e.

g. For emergency purclka procedures, see Sectio6.5.
Section6.2 Shool Department

a. Schools:

(1) Teachers, custodial persa@inor other employescomgetea requisiion and fawards to he
schml principal for approval. The school principgbproves by gining the requisitiorthen
forwards to theBoard ofEducation

(2) The Board of Educabn reviews requisition, verifies funds availabilitgssigns budget coce
and fowards tothe FinanceOffice. Note: A purchase order will not be issuedheitt the
Director/As s i st a ng apdbaval encthe aegusitiorException FoodService/Federal
Programs.

(3) Finance Office reviewrequisitionand funds avédble, draftspurchas order nmber.

(3) Requsition, accompanied with a purchase order numbegtisired to regeging school.

(4) Purchasing Agent creates and sigihe purchase orer and the FinamcDirector or Deputy
Director casigns the purchase order.

(5) Requester spns, athchesreceipt any paking dcuments, and returns to then&nce
Departmentdr payment.
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b.

School Departments:

(1) Departmat heads complete a mggition with a budget code andofwards to the
Director/Assistant Director of Schools orrBitor sidesgnatedrepresentive for agproval.

(2) Director/Assistant Directareviews requisitin, verifies finds availability andorwards to the
Finance Office.Note: A purchas order will notbe issued without the Director/Assistant
Di r ect or l@osthe aepupitiorn Exceptbn Food Serice/Faleral Programs.

(3) Finance Office reviews requigih and fundswailable, drafts pursase order number.

(4) Requisition, accompanied ith a purchase der number, is returned to requesting department.

(5) Purchagig Agen credes andsigns thepurchase mler am the Finance Director or Deputy
Director cosigrs the purchaseorder. Exception Fod Service and Federal Programs.
Federal purchae orders are cagned by Federal Programs Directors.

(6) Requesting departmesigns attaches reeipts andpacking deuments and returns to the
FinanceOffice for paymentPayments alloated from Federal Funsl must be approved by the
Fedewl Programs Direstor before paynm is rendered

(7) For blanket purchase order procedures Ssstion 59e.

(8) Foremergencyurchase mcedues, see Section 5.6.

Section6.3 Highway Department

a.

Road Sperintendent or desigge creates eequisition verifies funds availaility, assigns bdget
code and forwards to th&nance Department.

FinanceOffi cereviews requsition ard funds avéable, drafts a purchase order number.
Requisition, acompanied witha purchase order nureb is returned to department.

Purchasing Agencreates and sig purchase order and the Finance Director or Deputy Direct
co-signs he purtase order

Road Suprinterdent or designee signs invoices, attaches amgpte@and padkg documents and
retuns to the Finance Office foapment.

Blanket purchase orderwill be issued monthly to vendors supplying materials fa Road
Depatment o a contiming basis.A specified dollar amount will be placed on the pursharder
as deéermined by the Roaduperintendent and the Financadxtor.

For energency purchaggrocedures, see Sectio5.

14



Chapter 7
DELIVERY, BILLING, A ND PAYMENT CYCLE

Section 7.1 AccountsPayable

a.

Outstanding Purchase Order File: Upon isseaof a purchaserder, a copy will be naintained
i n an A ourthase ardeadi Mygnunmrjc oderuntil the order is fully paid or canceled.
When an invixe is received fromthe vendo, the outtandingpurchase order copy will be pulled

andplaced with the invoice

Receiving Invoice: When an invoice is receivatis matded to the purchaseder assigned,
verified as to price bid or quoted as it aggem the puchaseorder, quatity, freight chages, and
exempt taxes.

Verification for Payment: When amwoice, receiving repa, packing slip, or bill of Iding is
reeived, the quantity, fre, and exceptions noted on the various documents willebiéed.
Approprige signatues when aplicable are obtained before an invoice is paide@County is tax
exempt, and no taxes shld be included on an invoicdf taxesare included, the vewd should
be contacted, and Bax-ExemptCertificate provied to that vendor. At this time, paymenmay
bemade considering cash discounts, cash fiowd, cash investmen

Section7.5 PaidFiles: When County obligatiomare paidjnvoices will beinitialed by the Accounts Payable
Clerk The payment stulwill be dapled b the m@id invoiee along wih any supplementaryinformation
including: purchaserder, requisitionand shippingdocumets. This will be filed alphatirally by vendor
and maintaineth a file cabinet for future use and auditing.

Section 7.6 Partial Payments: When thereis to be alengtty delay in receiving all of the merchandise
purchased or wheradh discounts are offed, a partial payment may beade for theorder.

Section7.7 Payments After complete verification, payment shall be radny issuinga Couny payment
Invoices &all bepaid in a timely manner.

Section7.8 Delivery Cycle:

a. Materids are received by reggsitioning department with delery ticke.

b.

Receiving departme checks delivery against requisition/purchase order ¢afste orde is
complete.

Receiving deartmen signs and dates delivery ticket

Receivirg department headgns and sends purcte®rder with delivery ticket tthe Finane
Department.
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Secton 7.9 Billing and Payment Cycle:
a. Invoice is received dinarce Depatment.
b. Invoiceis checled aganstpurchase order
c. Invoiceis inpu into computer.
d. Purchaseorder is liqudated if not a partial payment.
e. Paymentsare processed, nedted with invoices
f. Paymentsre mailed to vendor.

k. Payment stub and nvoicearefiled.
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Chapter 8
FORMAL BIDDING POLICIES

Section8.1 What Will Be Bid: Any itemor combination oftems from a source costing mdhan $%$0,000
for all funds (excpt Highway/Public Works Fund) (T.C.A. 54113) will be bidusing a seadd bidunless an
emergency xsts.

Section 8.2 NeedEvaluation and Basic Spedfications: Each department will deterrime its needs and
submit specitatiors to the Purchasing Agent

Section8.3 Specifications Quality is as important gxrice. Quaity buying or valie analysiss defned as
the purchase of goods, suppliesateials, equipmentor services which fulfl but do not exceed the
requrementdor the intended purposs the lowest price. Specifications should adequatelyclazdy define
the minimum realirements bthe item to be purchased in order to recah& maximum number of idders.

a. Detailed Spcifications: Detailed specifitionswill be developed for alprojects and all items to
be bid.

b. Specifications Using Maifactur e rBéasd Name, Brand and Catalg or Model Number:
Generally, using this typef specification is adquate. If moretham ne manuf actur er €
mees the gecifications, each will & listed in the specifications. In using this type of
spedfication, the minimum featurs to be acepted w | | be specifi eacgquaband t
or similar qualiying words will be pd of the specifications.

Secton 8.4 Formal Bidding Procedures

a. Soliciting bids:

(1) General Requirements: Bids will bdisgedfrom enoughqualified sources t@ssurdull and
free competition for procuremeaf required suppliesr services.

(2) Method r Soliciting Bids: ThePurchaing Agentwill mail, fax, or deiver invitations for
bid (IFB) to prospective bidders andlialso disgay copes of theinvitation or noices.

(3) Paid Newspaper Advertising: Anmacenents of proposedrpcurements will be iserted as
paid advertisements hewsm@pers only when the amouwgrceeds 35,000

(4) Copy of Invitation to Requisitioning €ite: A copy of ead invitation for bid will be
furnished to the requisitioner for hisspection and appraisa

(5) Record of Distribtion: A record will be kept ofhe dstribution of invitationgfor bid in the
Finance Department.
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b. Receipt and care of sd

(1) Gereral Requirenents: Bid will be received handled, and protected in a mannet thil
prevent fraud ampreserve the integsi oftheCount y 6 s liddingsystenm. t i v e

(2) Bid Depository: As bids are received in the Finance Department, theybeiplaced ina
secue areauntl time for the b opening.

(3) Sealed Bids Not to be Opene@ids will not be opeed, read, or in any amner made public
until the time set br opening, except as detth in 8.4 (4) below.

(4) Identification of Sealed Bids: Aid receivedwithout proper dentificaton on he envelope
may be opened for identifitan purposes. The bidill be immediately esealed, and no
information obsined fom the bid will be discleed. An explanation of why the bid was
opened, signed byé¢ person whoopenedt, with date and har recéved will be placed on the
envelope.

(5) Date of Receipt Marked orEnvelope: Each bid revelope will be time stamped drave
written on it in ink, the dte and hour of actual receipt. The notation will be signethe
peron enteing the nformationon theenvelope.

c. Late Bids, Modifications, anw/ithdrawals:

(1) GeneralReguirements: Informi@on concerning the normal timir mal delivery will be
obtaired by the Purchasing Agent from the local postmaster cautierized represetative
to determine Vaetherthe bidder mailed the bid in sufficietime to expect deliveryoy the
closing date.When time permits, such infoation will be obtained in writing Modifications
by telephone will not be permitted. Bidsy be withdrawn atany time p to the tine of he
award. Bids may not be withdrawn eftaward.

(2) Telephone orOral Bids: No oral,telephone, or faxed bids willebacceped on formal,
advertisedids.

(3) Hand Carried Bids: A late hand carried bid or atheplate bid not sibmitted bymail will
not beaccepted.

(4) Naotification to Late Bidder:All formal invitationsto bid specify a datehour, and location of
the pulbic opening. EACH VENDOR WILL BERESPONSIBLE FOR SEEING THAT THE
BID ARRIVES IN TIME TO BE CONSIDERED. Incorrect filing, mailing, a lateress
resulting from the United States P&@iffice will not be anexcuse and such bidsill not be
accepted. The bidd will be notified ofthe late bd, and the la bid will be returned
unopened if requested

d. Signing ard Submssion of Bds:

(1) Geneal requrements: In order to receive considera, bids will be filled out, executed, and
submitted in accordance withetlnstructions accompanying thadoform and in sufficient
time to reach the designated offiat or befae thetime fixedfor the bd openng.

(2) Signing of Bids: Bids will be sigrd bybidders prior tasubmission. Signatusein lead pencil
are acceptablbut ae discouraged. Corporatames, trade names, or partnership titles may
be stamped otypewritten, but the actual gnature ofthe adhorized representative of the
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bidder wil appear on the bid.The signatures will bdollowed by the title of theigner. Any
incomplete businessame or signature deficiency will be questioned and posdibdi owed
by the Fnance DiectoryPurchasing Agent A justification will be filed withbid in Finance
Departnent.

(3) Bids Submittedn Envelopes: Bids and writtenodifications of bids will be ragjred to be
submitted in sealed envelopddnsealed bids ill not be acepted.

(4) Telephom, Fax, oOral Bids: No oral, telephone, or faxed biddl Wwe accepted.
Openihg Bids:

(1) General Reguements: At the time fixed foopenng, all bids received wilbe publicly
opened and read aloud by the official desigthéd open the bids.

(2) Date andTime of Bid Openng: Each bidder will be requested tdsut a bid in a sealed
ervelope at a specifitdate and time.

(3) Data to Read:

(a) Nameof bidder.

(b) Discount terms.

(c) Delivery terms.

(d) Quantity offered.

(e) Price on each item andtals

() Any bid condtions or galifications.

(4) Recording of Bids: Bids will be recordagsinga Competitve Bid Summary Form The bis
may be recorded as they aygenedand read or after they aread; however, when there are a
large number of bids, tHe@dsshould be recoded as thg are read.

(5) Bidders Not to Handle BidsBidders, thai representatives, orray spectators in theitd room
will not be allowed tdhandle the bids after they haveebn opened; however, they may be
allowed to inspect such ds when in the handsof a county represemative. This
representative will answer any egtins asked as to theontent of any bid reeived. On
request, bidders ngedbe povided copies of other béd

(6) Discussing Merits of Bids:The relative merits of bidwill not bediscused by theperson
opering thebids. No statements will be issued bye bid opener at a bidpening bearing on
the award, the possibility of as@advetisement, mistakes in bidetc. No oral instructions
will be given to bidders anyime during the openng. Protsts of bid@érs andinquiries
regarding the award of thecbwill be referred tohte Finance Director &ér completion of the
bid openhg proedure.
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f. Evaluation of Bids

(1) General Requirements: Bids will be evaluated to deterrifie lowest respomible bid.
Because ariousfactors in addition to price may have lbe onsidered in detemining the
lowest bider, the evaluation of bids calfor exercise of good judgmentnaking fair and
impartial decisions, and a knowledge of ibasules and regulatons by tke Finance
DirectorPurchasing Agent

(2) Abstracting Price lformation: Extensionsof unit prices will bechecked for accuracy. In
caseof error, the unit price will geern, and the correct extensions thereof will be entered on
the alstract Whee a few iems of majo equipment are involved, the total price wite
shown on the abstrac For a long list ofmiscellaneous items, unit peg will be abstracted,
except when the Finance Directtffurchasing Agentrequires that the bstract contan
extensions ofunit pricesfor broader comparison purposes.

(3) Public Inspetion of Abstract: Afer bids have been evated and the award made, the
abstractwill be made available fgoublic inspection.

(4) Selection of the Bid for Award: This the lowegd, respnsible (lest) bid tlat mees the bid
specification(s). When the West bid received is no awarded the bid, thd=inance
DirectorPurchasing Agnt will write a memo of justifiation and place in the appropriate bid
file. Each bid willbe arefully evaludaed as toquality, pice, ddivery, and service, and the
report will give complete detailsnwhy the low bid shold be waived. The final deé¢@ for
bids rests with the Finae Director and appropriate department head (County Execulti
Highway Siperinendent, oiBoard of Elucation). The Finance Director or departméeiad
may refer any bido the Financial Managment Committee for final award Copies of
rejected bids withgasons will be filed with other bids.

(5) Equal Low Bid- Tie Bids: Quality and ®rvice beng equal, denticd bids will be decided in
favor of the bcalvendor. If a tieexists between vendotsing equal in all respectdet tie
will be broken by a telegne call to the submitting bidders advising of the tie ashkihg
whethe theywant to resubmit andter seéed bid.

(6) Protest: Any protest not rdsed by the Finance Déador and departmentead will be
referred to the Fiencial Management Committee.

f. Bid Files Open to the Public: Any citizen @iles County wil be allowedto seethe bid fies by
confactingthe Finance DirectéiPurchasing Agent

g. Rejedion of Bids: TheCounty reserves thaght to accept or reject any all bids in whole or in
part andto waive any minor irregularities in any bid. Reasonsrégection stould benoted on
bid forms.

h. Remové of Bidder from Official Bid List: Ifa bidder does not perfm in accordance wittthe
bid conditions or specificeons @ if it is found that thebidder had intentionally violated these
policies and regutions and/orif the vendor féls to subnit a bid on three successive invitations,
the Anane DirectofPurchas;g Agentmay removehe vendor from the official bitist until the
violations are rmedied to the satisfaction of the Director.
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i. Bonds:

(1) Bid Bonds - Depositsof Good Féh: In cases oflarge bids or contracts, the Financigdotor
may require a bitbond not to exceed 20 of the total bid. A certifichec k, cashi er 6s
or a poperly executed bond will accompany the bid proposal. dteek will be made
payable toGiles Couny. Depsits of the bidders are held until@awd d the order of conad,
and the depositfahe successful bidder is halahtil delivery iscompletedor srvices and/or,
if required, provided a performance bond.

(2) Performance Bnd: The perfornance bonds usedo insure performance of contractstie
time and manner presbed and to save, ietnnify, and keep harmless theubty against
loss. In cases dérge or construction contracts, bid proposals will reql®@% performance
bonds.

Secton 8.5 Speial Areas:
a. Vendor Discounts: Vendor discots will be considered imletermining the low kder.

b. Splitting Orders:No enployee will split an order, dide the items to be purchased, or use similar
practices to &oid the seabd biddng procedire.

c. Contracts: Contracts will be issued for constriget projects and otherétrs of a similar natus.
All contracts will be appneed by the Finance Director ancegdartment head.

d. Cooperative Procurement. The Finance @oegPuchasng Agert may paricipate in,sponso,
conduct, or administer a cooperaigracurement agreementithr one or more othgoublic bodies
or agencies of thUnited States for the purposéambining requirements to increase efficiency
or reduce dministrative expenss.

f. List of Bidders: The Rnance DirectoPurchasing Agenwill compie a list of vendors The list

will be divided according to the type ofierctandise each vendor sells. hdh bids are issued,
each vendor will receive a copy or if@tation ofthe bidnotice awl/or specifcatiors.
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Chapterd
FIXED ASSET ACCOUNTING

The purpose of this pady is to provide guidlines and regulations for depaerts of Giles County regarding
fixed assets. Capitalization of general fixed assetgpsrted in the finarcial statenents and ®tablies
management control and continuilagcountability for fixed asets acquired by Caily agencies. Giles
County wil conmply with Governmental Accouimg Standards Board Statement 34.

Capitalization of genet fixed ass¢s includes land,buildings and impovements, roads and bridges,
machiney andequipment, and cotrsiction in progress.The amount represented in thiearcial statements
should be doumented by an inventory listing supported with detailegrds for eat asset Giles County
has n placea Fixed Asset Record System usingwafefrom Local Governmet Corporation.
tisal so t he Co u tyttoyedssrepmopersagcountakilfoi cdertain other purchases made with
County funds that doot represem geneal fixed asets. TH policy is to encompass that responsibilioy
ficontroll able itemso.
Section 9.1 Administrative Policies:

a. FiscaRegonsbility.

(1) County Legislave Body/Board of Education.

(a) Approve policies, procedes, and regilatiors for depaments regrding the
accounting and reporting of fixebses and infrastructure

(b) Review findingsand recommendations relatedriternal audits

(c) Ensureanyidentified deficiencies on necompliance with policieare addessed.

(2) Finance Dpartment.

(a) Maintain inventory listings of all capitas®ts reported in thénancial statements

(b) Maintain a computer dabag detailing depreciation.

(3) Administrative Officials - Administrative officials (canty officials, prircipals,
suwpervisors.etc.) ae responsible for the custody and mahance of all assets pchased
for or assignéd to their office.

(a) Repotrthetheft or loss of propertyimediately to the Finance Department by phone,
to be folloved by a leter (or approved érm) to the County Executive/Director of
Schools (as apppriate) and Finance Dagment. A police reprt should be obtained
on all lossessuspected as theft.

(b) Report to the Board of Education or Financial Management Citteaias appopriae)

any assts deemedo be sirplus and unneeded by their departtnfam transfer or
disposa
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(c) Any transfer o disposal of assets by adminéive officials shall be docunméed in
writing to relieve that official of said respondiby.

(d) Allow Finance Depament accesto al records necessary to aid in the detiming of
proper disclosre of fixed assets foreporting purposes.

Section9.2 Accounting Policies:
a. Capialization The following items will be capitalized in tii&eneal Fixed Asses AccountGroup:

(1) Landand Land Improvements

(2) Buildings

(3) Building improvemets and additions thato not constitute repairs andcamtenance.
(4) Roads and bridge

(5) Vehicles

(6) Machinery and equipment *

(7) Furnitue and Fixtures*

(8) Constrution in prayress

* These items will be subject to a dollvdue test and/or lifexpectancy test. (£6.2d)

b. Cost Fixed assetshal be recorded at historicabst, or if the cost is not reasonably determinable,
at estmated original cost Donatedixed ass&s shold be recorded at their estimated faiue at
time received.

(1) Actual cost- This will include not only the pghaseor construction cost (thaian be
obtained through invoice, purchase order and cheill ples), ut also charges
necessary tplacethe asset in its intended locationhi§ includes costs sucls &reight
and transpdaation, site preparation expatutes, professional fees and Bgclaims
directly attributable to asset acquisition.

(2) Estimated orginal mst- This will be based oras much documentary evidence that can
be faund to support the ot such as interviewswith personnel and price level
adjustments for each asset.

(3) Donated cost These assets will be based on their estithédir value at a tme of
acquisition. A detemination as to the fair value basislivide included with propey
records.

c. Accunulated Depreciation. Accumuéat depreciation will be recordeds required by the
Governmental Accounting Standards Bo&rdtement 34 (GASB34. Depredation will be apfied
monthly.

d. DollarValue and Lié Expectancy Tests. Astpurchased with a dlar value less tha$25,000.00
and with a life expectancy of & than three (3) years will not be included in the firgnci
statements howe\er, certam items (catrollable assets) will be tracked in inventorecords for
accountabity purposes. Count Resolution 20143

e. Operanhg/Capital Lease Assets.

(1) Assets acquired under operating leases will not be cagpitaliz
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(2) Captal lease assets will be ftected in acordance with generally acceptedtcainting
principles.

f. Controllable Assis. ntrollable assets aresassthat do not meet the critarfor a fixed asset but
will be included in property managen & &cord for control purposes. Sucpropety woud
include all weapons, trailey ard other items as dided by the County Lgislaive Body or Board
of Eduation.

g. AssetReduction. Asdgs no longer owned by or in the possession of the Coustlylshremovel
from the records.

(1) Sod ard/or retired - These assets will be remexl fom the capital asseecords upon
formal rotification from the responsipary of such disposition.

(2) Obsolete- These assets will be removed from the capitsktarecords upon famal
notification fram the respondile party, whether sold or not.

(3) Transferred to Prajetary or Trust Fund The® assets will be removddom the capital
asset records wp formal notification from responsible party and shalatmunted forin
that fund.

h. OtherMiscellan®us Gudelines:

(1) All land, buildhgs, and improvements imeded in the Generali¥ed Assets Account
Group as ofJune30, 208 were based on exiag records and deeds. All subsequent
additions/deletionsiill be basd on atual invoices or dispsalrecords.

(2) Controllable items will inlude all weapons, licered vehicles costing ks tha $25,000,
trailers and any ather items designated by th@ounty Legislative Body or Board of
Education.

(3) The Cainty will useassetabels to track asset

i. InfragtructureGuidelines:

(1) The oadsand bridges that arewned and/or maintagd by Giles County are under ¢h
regonsibility of the County Rad Superintendent. The County Finance Department will
extract applicable roadsand bridges fromtheli g hway De p a and bnidge tis&s Ro 8
and ener them into the ked asset system. THhenarce Department will alsonger a cost,
useful life, and aagired date for each road and bridge (from GASB34).

(2) The theshold for reportingof roads will be $2H00

(3) The Highway Department has edislbed a per mile cost fochip and oil and hoinix
roads as average cost. elighway Department will use tts® costs and the University of
Tennessee CTAS road softwdcereversetrend toan estimated or aciacqusition date.
The Highway Departmeritas arecord of the cosbf many bridges. Fothosewith no
existing recordsthe Highway Department will esthate replacement costs that will also be
reversetrended uisg the UT CTAS inflation index. All brigesinspectedby the State
will be reportedregadless of cost.
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(4) Oil and Chip roads Wi be depreciated over 10 yeaisot mix roads will be depreciat
over20years; and bridges will be depreciated over éfdsy

(5) Infragructure will not be reporté with a salvge value.

J- Inventory Proedures: Each departmentdad will maintain an mventay listing for his/her
department

k. Examplesof Maximum Depreciation Life in Years listed below:
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MAXIMUM
DEPRECIATION

ASSET TYPE EXAMPLES LIFE IN YEARS
BUILDINGS AND BUILDINGS 40
IMPROVEMNETS (2) SHEDS, PORTABLES 20
BUILDING IMPROVEMENTS 20
ROOF REPLACEMENT 20
LIGHTENING REPLACEMENT 20
INTERCOM SYSTEM 10
CAMERA SYSTEM 10
BLEACHERS 10
LOCKERS 10
DOORS 10
MINOR BUILD.
IMPROVEMENTS 10
FLOOR REPLACEMENT 5
VEHICLES (5) TRUCKS, VANS 5
SHERIFF VEHICLES CARS, VANS 4
AMBULANCES AMBULANCES 3
MACHINERY (6) TRAILER 7
EQUIPMENT 7
WRECKER 7
FOOD SERVICE EQUIPMENT 7
LAWNMOWER 7
COPIER 5
HIGHWAY EQUIP HEAVY EQUIPMENT 10
BUSES (9) ALL BUSES 10
OTHER (8) PLAYGROUND EQUIPMENT 20
PAVING 20
ATHLETIC FIELDS 20
WASTE WATER TREATMENT 20
SEPTIC SYSTEM 20
IRRRIGATION/SPRINKLER 10
STAGE CURTAINS 10
FENCING 10
INFRASTRUCTURE
() ASPHALT 20
TAR AND CHIP 10
GRAVEL 25
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Chapterl0
PAYROLL ADMINISTRATION

The sk of processing and administering payroll is assigndttBnance epartmat. The pay plan of
Giles Gounty & established by each job ddikation. These clasgifations are set by el Demrtment Head,
which reflects the knowledge, skills and dities needed to fill that position. The department heag m
charge theemployee from one classifation to anotler. All pay rates will be detmined by the department
head ashe/she so dedées wthin funds allocated irhe tudget.

10.1 Payroll Procedues

a. Employees of all County departments are paid onveeleidy basison Thusday. Employees of
the Giles Caunty Board of Education are piagither the 1% or the30" day of the monttdependingon
their job clasHication. If the 15 or the 3@ fall on a Saturday, Sunday or holiddne employees wil
bepad onthe lag working day beforéherepectivedates. Occasionalgue to holidsis ard breaks
Couny employees and BOE gitoyees may be paid at an e&rldate athe discretion of th County
Executive and/or Director of Schools.

b. County/Hghway/Ambulance: All nonexemptemployes wil complde a time sheet to be turneith
to their department had'supervisor.All time shets must be checked focauracy andigned by the
departnent head/supervisor or designated representative befarardiimg to the Finarte Department
for praceseng. All time sheets should reflect the totali® D be paid ad show whether the timis
regular, overtime, compgagation, holday or sick hoursThe Finance Department may review
time sheets but the Finane Department will not be responsible forchecking the accuracy of the
time sheets. Time shets $iould be fowarded to the Financ®eparment no later than 11:G0m. on
the Monday morningprecedng Thur sdayés payrol |l . ntimethd t i me
FinanceDepartment cannot gteneethe emjpoyee will be paid on the designated/pal date. Any
adustments to an emply e [gaf reot caused by a Fimee Departmeterror will be adjgted on the
next payroll processing or at the discretionthgfFinanceDepartnent.

The Giles Couty Highway Demrtment will fax a time record sheetashingthe compiléon

of each employe 6 me for thewo-weekperiod as well adringe benefits to & paid and any
deduction changes to Finance Departmeniby)0 a.m. ; the Monday morning precedg
Thurs d a payral. This will serve as their reoc to process thie payroll and their atualtime
sheets will remaintahe Highwayoffice.

Schools: All extra pay and leave of absences must be turned int&ctieel Payrdl Clerk by the end
of the diy m the 8" day of the month. All substitutes stibbesent to théFinance Office to coplete
a Direct Deposit Authoration formbefore they began work

If any department head/supervisor chooses to allow aglested representative to sign time shest
written auhorization must be on file at the Finase Ofice.

C. All new employees mughystcally come to the Finandgffice and omplete an-B, W-4,and a
Direct Deposit Authorization Formn their first day of work. NO EXCEPTIONS. All new
employeesshould bing their current driver license andcsal security cad with themfor
identification. If an employee doe®t have thislocumentationtheyshould contact the Finance
Office to ascertain other acdeple forms d identification. A SalaryAuthorization brm must be
completed for each new bilandsalary chang. This form shouldncludethe new salary and line
distributionby which the salaris to be funded. The form should be signed by the depairtm
head/supevisor. No new employee wibe placed orthe payroll systerbefore the employeeas
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completed theew hire process witthe Fnance Office.No current employeesalarywill be change
without a completed Salary Authorization form on fileha Fnance Epartmen

All employeepay is by directdeposit in @ankchecking or savingaccount unlesghefinance
director orthedeputy finance director ahorize a cheke to be written. Tis should be an exception
and not the normadrocedure. Ngay will be directly depositedo a prejaid bark card ¢ any kind
that allows direct depositf pay checks.No exceptions.

Online paystubs wil be mandéory for School andCounty personnel.

Every effot will be made by the Finance Departmengrteute that enployees are paid correctly. If
anemployee is underpaid, the adjustment wallhftladeon the next ayrol unless lhe urderpayment
was the result of #hFinance Deprtmend error. Ifso, the undeigyment will be corrected within
three businssdays. If it is determined that an employeashbeen overpaid, the adjustment will be
madeon the next payroll

If an empoyeeterminates and it is determihtéhat they lave bea overpaid, he Finance Offie will
deduct the overpayment from the eoyd esfinal salary. On June 1 of each fiscaby if it is
determined that an employee le&n werpaid duringhefiscal yea andthe overpayment had not
been dtected, themploye $June salg will be adjsted for the overpayment. All
over/underpaments of salay should be adjusted before Jur®¥ 8f the current fiscal year unless
authorigationis given by he Fnhance Diretor to extend the payment of thejastment.

All garnishments/lgies for emploge wages should be submitted to the Findreatment so
the appropriate amountcanbededdt ed and remitted from the empl o

When an employeteminatesenmployment,all pay due should be paid the emplgee onthe
next pgroll followingt he empl oyeeds t erdmncludareglan, oomd at e . Thi ¢
vacation and overtimieours due.

All requests for verificatiomf enployment show besubmittedo the Finance Department for

compldion. All requestanust have thevritten consenof the employee except where only hireedat
andposition are requested. No informatiorcc er ni ng empl oyeeds tghalb perf
be given ouby the Financéepatment.

Every effort will ke made by thd-inan@ Office to insured thatae mp | oyeeds deducti on
correctly. If it is detemined an employee has overpaidemdor check will be issued to the employee

within two (2) monthof the overpagnentbeing detected. If it is detamed

an emjpoyee fasunderpaidthe amount othe underpayment will be taken out of thene

payroll or if the amount is over $280 overthe next four payrolls for County employessl the

next two pgrolls forscholenp | oyees at t hs Akdagddtion eeptions muske q u e
cleared wihin in two months of detecting the over/engayment uress authorization is granted by

the Finance Director to extend the paymenthefadjstment.

A patticipationrateof 25% or above is needed fary new volunary deluction to beset up on
paywll. The Finance Director has the authottygpprove iepresentatives to offer personahviees
to Giles County employees. The Finamgrector may askdr aRequestfor Proposalas needed.

The Finaace Departmendoesna maintainpersonnel file§or employees except those employees

employed by the Firance Department. The Finance Dépant does secure the Direct Deposit
informaion ofall county ad sclool emploes a well as any medical informati relating © HIPPA
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All other information mantained by the Finance Department is consilléo be payoll files related
to salary information and enrollment in voluntary insuranet,
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Chapter 11
CREDIT CARD POLICY

Seaction 11.1 Credit Cards i Credit cards ardo be used on a limited bas The Office of Financial
Management maintasnand securesi¢ following credit cards: ®irust Visa cards Wal-Mart, ard Home
Depot. These cards are securemintained ad a deailed log iskept as to who and v@m a card is used.
Each credit cardtatemen is reconciled at the end of the montttampanied by an individual receipt.

a. SurlrustCredt Cardsi Cards areused fo on-line purchases and for vendofsat do not tke a
purchase ordeand do not have storerds. Any department requesgruseof the Surilrust credit
card must physically caluct the transaction at the Finance Officeyy/Asxepion will be the
discretion of the Fnance or the Deputy Diremtfor the renoval d the card otside of the Finance
Office. The Fnance Office will maintin acredit cardfor the CountyHighway and ondor the
Board of Elucaion.

b. Any unauthorizedtransaction will kecome the responsiity of the person conductinghé
transactia.
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Chapter 12
PUBLIC RECORD REQUEST PROCEDURES

Section 12.1Public Records Request Consistenwi t h t he daBeGui dPe lshedby@tied publ i
OORC, theCounty has adoptedritten public records requegblicy. The policyshould be apjed

consisently throughout variousffices, cepartmentsor divisionswithin the County. The proposed|jpy

contains:

a. The proess for making reqegtoinspect publicecords and/or to oeive copies of public records
(includingwhether gvernment isgsed photdDs are required and wheathwrittenrequests focopies
are equired.)

b. The process for respomdj to request (includmthe use of requirefdrms.)

c. The proces for whether and wén fees will be charged for cepiof publc record (including
establishmets of charges pursuanttioe Schedle of Reasoable Charges)

Attached are the following keyoduments:

Public recods request form
Pubic records responsdorm
Schedule ofeasonableharges
TN Code§ 10-7-503 (2021)

Pwbh PR
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PUBLIC RECORDS REQUEST FORM

The Tenmessee Public Records Act (IPRA) grants Tennessee citizens the right to access open public records that exist at the time of the
request. The TPRA does not require records custodians to compile information or create or recreate records that do not exist.

(Governmental Entity Name and Name and Contact Information for the Public Records Request Coordinator)
To:

(Insert Requestor’s Name and Contact Information (include an address for any TPRA required written response))
From:

Is the requestor a Tennessee citizen? O Yes [ No

Request: [ Inspection (The TPRA does not permit fees or require a written request for inspection only'.)

O Copy/Duplicate

If costs for copies are assessed, the requestor has a right to receive an estimate. Do you wish
to waive your right to an estimate and agree to pay copying and duplication costs in an

amount not to exceed $ ? If so, initial here:
Delivery preference: [ On-Site Pick-Up O USPS First-Class Mail
O Electronic O Other:
Records Requested:

Provide a detailed description of the record(s) requested, including: (1) type of record; (2) timeframe or
dates for the records sought; and (3) subject matter or key words related to the records. Under the TPRA,
record requests must be sufficiently detailed to enable a governmental entity to identify the specific records
sought. As such, your record request must provide enough detail to enable the records custodian responding
to the request to identify the specific records you are seeking.

Signature of Requestor and Date Submitted Signature of Public Records Request Coordinator and Date Received

Print Form Reset Form

! Note, Tenn. Code Ann. § 10-7-504(a)(20)(C) permits charging for redaction of private records of a utility.
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PUBLIC RECORD REQUEST RESPONSE FORM
[Insert Governmental Entity Name and Address]

[Date]
[Requestor's Name and Contact Information]:

In response to your records request received on [Date Request Received] , our office is taking the action(s)!
indicated below:

O The public record(s) responsive to your request will be made available for inspection:
Location:
Date & Time:

O Copies of public record(s) responsive to your request are:
O Attached,
O Available for pickup at the following location:
; or
O Being delivered via: O USPS First-Class Mail O Electronically O Other:

O Your request is denied on the following grounds:
O Your request was not sufficiently detailed to enable identification of the specific requested record(s). You
need to provide additional information to identify the requested record(s).
No such record(s) exists or this office does not maintain record(s) responsive to your request.
No proof of Tennessee citizenship was presented with your request. Your request will be reconsidered upon
presentation of an adequate form of identification.
You are not a Tennessee citizen.
You have not paid the estimated copying/production fees.
The following state, federal, or other applicable law prohibits disclosure of the requested records:

OooOo 00

O It is not practicable for the records you requested to be made promptly available for inspection and/or copying
because:

O It has not yet been determined that records responsive to your request exist; or
O The office 1s still in the process of retrieving, reviewing, and/or redacting the requested records.

The time reasonably necessary to produce the record(s) or information and/or to make a determination of a proper
response to your request is:

If you have any additional questions regarding your record request, please contact
[Records Custodian or Public Records Request Coordinator]
Sincerely,

[Records Custodian or Public Records Request Coordinator]

[Name, Title, and Contact Information]

L1f all requested records do not have the same response, so indicate.
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